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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

This is responsible clerical work, including typing and the
taking and transcription of dictation and m nor adm nistrative
details as assigned. Work involves personal performance in the
preparation, receiving, clearing, and maintenance of files,
relating to conplex and detail ed reports, records, and docunents
for the police departnment, as required.

DI STI NGUI SHI NG FEATURES OF THE CLASS

Work involves inportant detailed clerical work arising out of
the police chief's office. Incunbent relieves chief of mnor

adm ni strative details such as correspondence. Work of this
class i s non-supervisory and requires close cooperation with the
different operating divisions of the departnment. Per sonal

accuracy and responsibility and a good know edge of the
obj ectives and operating functions of the entire departnent are
of utnost inportance in the satisfactory performance of the
wor k. I ncumbent works under the general direction of the police
chi ef.

EXAMPLES OF WORK
(Illustrative only.)

Take and transcribe dictation and type from rough drafts and
ot her sources.

Conpose correspondence, relieve chief of ot her m nor
adm ni strative matters.

Maintain records and files of different divisions of the
department and prepare reports for chief when necessary.

Prepare all witten documents as required.

Prepare purchase requisitions and nake purchases in the manner
required by | aw and departnmental policies.

Receive and examne all invoices covering purchases for the
departnment, check and verify for conpleteness, adequacy of
conput ati ons; personally follow up discrepancies and have

conpl eted invoi ces approved by proper authority.

Prepare and type letters accurately as required in performance
of work.
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Answers tel ephone in chief's office, dispenses information to
callers in accordance with policy and appropriately refers
callers on to the chief or to other officers of divisions.

Acts as office receptionist for <chief and other ranking
officers, routing visitors to proper offices as indicated.

Performrel ated duties as assigned, required, or indicated.

QUALI FI CATI ON REQUI REMENTS
Must be not |ess than twenty-one (21) years of age.

Must possess in the opinion of the board a combination of
trai ning and experience which indicates sufficient possessi on of
the know edges, skills, and abilities |listed above to
satisfactorily performthe required work.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must successfully pass a civil service exam nation testing
aptitude for beginning work in this class.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must possess a valid driver’s license.

Prior to beginning work in this class, must obtain and maintain
a valid Louisiana driver’s license.
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